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Logged In As:  CHRIS TRAVELER

Govlrir

eTRAVEL for GOVERNMENT

Malo for thic corgan
You are now logged back 1n as the traveler and
] going to voucher for this trip. On the GovTrip
I home page go to Official Travel & click on

Vouchers. \
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Logged ImAs:  CHREIS TRAWELERED screen (Do 1001.3 Cloze indaw
Traveler Mame: CHRIS TRAWELERED Docyment Type: oucher Help for this screen

Your voucher home screen will appear. Just as with your
GOVTI‘I authorization home screen, your voucher home screen
eTRAVEL for ﬁ-'ﬂ\"[“"“l‘.ﬂl’ . . . . o

will give you a listing of vouchers you have created in

Vouchers | the past and the opportunity to create new vouchers.

Below iz a list of your wvouchers, Pleaze select the appropriate function which corresponds to the Youcher with which you wizh to work

* Create Hew Youcher From Authorization/Order

Existing Youchers

ﬁe ot Hame ﬁ"i - H&er View/Edit Print Remove Amend
CThalAMIF LOSZ206_W01 08,22 08 CREATED OMUIANE » edit :print | remove
CTLOSAMGELESCOS0106 V01 05,0108 SIGMNED QLG x wignfedit | = print
CTDALLASTAO072R08_Y01 07 f25/08 SIGNED OrLIEES * wign fedit | print

CThalAMIFLO7 1505 _W01 07 /15,08 SIGMNED OMLISR x wignfedit | = print

CThIaMIFLOEZ 705 _WO1 06 /27 105 ADLUSTED OMUFQG »wiewSedit | = print

= 1Y TSN ™ S YT A ™A ™ I A 1 IeTTrr. ™k O™ [ R N B L . I



Logged ImAs:  CHREIS TRAWELERED screen (Do 1001.3 Cloze indaw
Traveler Mame: CHRIS TRAVELERRD Document Type:  Woucher Help for this screen

G T To create a new voucher, click on Create New Voucher
-'rn.u.vn.(l)w‘:‘:nn!;!p From Authorization/Order.

Below iz a list of your vouchers, Pleaze gflect the appropriate function which corresponds to the Youcher with which you wizh to work

@te New Voucher From Autlwnzatmnﬁﬂr@

Existing Youchers

ﬁe ot Hame ﬁ"i - H&er View/Edit Print Remove Amend
CThalAMIF LOSZ206_W01 08,22 08 CREATED OMUIANE » edit :print | remove
CTLOSAMGELESCOS0106 V01 05,0108 SIGMNED QLG x wignfedit | = print
CTDALLASTAO072R08_Y01 07 f25/08 SIGNED OrLIEES * wign fedit | print

CThalAMIFLO7 1505 _W01 07 /15,08 SIGMNED OMLISR x wignfedit | = print

CThIaMIFLOEZ 705 _WO1 06 /27 105 ADLUSTED OMUFQG »wiewSedit | = print

= 1Y TSN ™ S YT A ™A ™ I A 1 IeTTrr. ™k O™ [ R N B L . I



Logzed In &z CHRIS TRAWELERED Screen ID: 1010, Close Whindow
Traveler Mame: CHRIS TRAVELERSD Document Type:  Woucher Help for this screen

f""“._-

GovITip

eTRAVEL for GOVIRNMENT

l Find the authorization you need to
voucher from and click Create.

Voucher from Authorization / Order

Below iz a lizt of wour authorizations, Click "Create" next to the travel authorization for which you want to create a voucher,

Document Hame Departure Date Status TA Humber Creare

CTATLANTAGADF1206_A01-02 09/19,/0%8 ALTH 24 HOLR PASSED OMLICAA R @

CTALBUQUERCUEDS 1505 _A01 03/15,08 ALTH 24 HOLR PASSED OMLESA =Create

CTCOLUMEUSOHOAZO05_AD 0hf20,/08 ALTH 24 HOLR PASSED ORLF S0 =Create




Travel

Expenses Accounting Additional Options Review/5Sign

lTIlf“oliE?t!hﬂlﬂ!p : : -TI‘TI:' Overvi

EW Per Diem Locations

Trip Overview

Booking Trawel using GowTrip requires that you first provide informa
about wour starting and ending locations (usually your home or duty
and your TDY Locations for per diem purpozes, “ou will be able to re
bookings for transportation (e.g. ,air,rail) and lodging after theze in
are complete,

Overall $tarting Point Information

The voucher will open up 1n the
| Itinerary under Trip Overview.
One Item you can update on this

screen 1s the Rental Car. Just
click Edit for the Rental Car.

Pleaze Mote: 4 Red Star [ * ) indicates a required field, e T
*telect a Location:-OR- *Enter a Starting Point: carriers Delta Air Lines Inc. Edit
Flight: (DL) 320
j |RES= WASHIMGTON, D Depart: 9:054M - 19-5ep-05 - DCA-  Remove
Wiazhington, Do (Usa)
Ltart Dateimmdd .y ) I':";"r"‘;"rz':”:IE T ational Apt)
Arrive: TREdAd - 19-5ep-05 - ATL-
atlagta, Ga [Uza)
Overall Ending Point Information (Harigfigld Int'L.
Pleaze Mote: & Red Star {* ) indicates a required field, Carrier s itlines (FL) 1790  Edit
Flight:
*Lelect a Location:-OR- *Enter an Ending Point: Depart: SN - EEre
j IF!ES: WASHIMGT OM, Dz
Arrive:
*End Date immafdd fw ) |09f23f2'305
carriers
Other Trip Information Flight:
Pleaze Mote: 4 Red Star [ * ) indicates a required field. e A ;
Raleigh f Durbam, Mo [(Rsa)
: : i : Arrive: 12:00P# - 253-%ep-0& - D
*Trip Tvpe: Trip Dezcription (optional): Wit Dt
1
|siuGLE TRIP =l -] {Mational Apt)
sl E?n:?_ll o "1:"!;”5"':' 05 11:0040M Ezit
ick-Up: -Lep- : move
[siTE wisiT -] | Bl et rEmave




As stated 1n the authorization, the taxes
1z thiz screen to zawe the selected rental car. & fees Were nOt included in the price.
o roseren AL Now that you have returned from the
F"1.-:kh—|_l|:u Djatel: 19:Sep—D5 . . .
Picketp Time: o trip and have the receipt in-hand, you
Crrop-off D:ate: 23-%ep-05 .
ProprOff Time: /00 can now update this expense. Your
Rental Car Selected rental car information should open to
$120.00 (nat including taxes or fees) the left side of your screen. Simply type
Car s Wi Seee Car in the total cost in the Cost field.

Location: ATL-Atlanta, Ga
Rental rate shown does not include the Gow't
Admin. Rate Suppl. fee of 56 per day.
Restrictions:  Daily %30.00, Extra Day 530.00, Extra Hour %10.00, Estimated arrier s Airtran Airlines (FL) 1790  Edit
Total Cost 5174.96, Unlimited miles fkilometers / Flight:
= 051-Other Supplementary Information Depart: 50088 - 23-52p-05 - ATL- Remaowve
atlanta, Ga (Uza)
(Hartzfield Int'L.
LEFive: Qi15a - 23-5ep-05 - RDLI-
Raleigh F Durbam, Mo (Usa)

atlanta, Ga (Uza)
(Hartzfield Int'L.

Enter the follawing details:

Pick-Lp Date: ID‘?H‘?IEDDE

Pick-Up Time: I 11:00 AM ;I carrier s American Airlines (&4] 46311
Flight:
(] -2ff Date: 09 23,2005
rop e I Depart: 11:05AM - 23-5ep-05 - RDU-
Drrop-Off Time: H Raleigh F Durbam, Mo (Usa)
Cost: B rive: 12:00PM - 23-52p-05 - DiCa-
' Wazhington, Do (Usa)
Method of Reimbursment: | SOWCC iMational Apt)
Rental Car: alamo Edit
Comments to the Travel Agent: Pick-Up: 19-5ep-05 11:004M Remowve
" Crrop-Off: 23-%ep-05 o008
Lodging: Holiday Inn AtlantaDown Edit
Check-In: 19-5ep-05 Remowe

Check-Cigt; 23-%ep-0§



Rental Car Trip Summary

use this sereen to save the seiected re] (QNCE the cost 1S updated click Save Selected Car.

TC Location: AT LAMT A ,GA Leawe: 19-Sep-05

Pick-Up Date: 19-5ep-05 -

P'ICK'UFI Time: 14 004AM Location 1: ATLAHNTA ,GA

Drop-Off Date: #3-5ep-05 'T-;‘:ff From: iﬁi;‘::‘i":" OH,DC  Edit

Drop-Off Time: &1 004 e :
Arrive: 19-5ep-05&
Leawe: 23-5ep-05&

Rental Car Selected Carrier s Delta Al Lines Inc. Edit

Flight: oL 3

S 12000 (notincluding taxes or fees)

Depart: - 19-%ep-05 - DCA-  Femove

Rental Car: Alamo

Car Clazs:  Mid Size Car AFFive:

Lacation: ATL-Atlanta, Ga

Rental rate shown does not include the Gow't

sdmin. Rate suppl, fee of 55 per daw.

Restrictions: Daily $30.00, Extra Day $30.00, Extra Hour 510,00, Eztimated Carrier s
Total Cost 5176.94, Unlimited miles fkilometers Flight:

= 05 -0ther Supplementary Information Depart;

0: haadh - 19-5ep-05 - ATL-
atlanta, Ga (Uza)
[Hart=field Int'L.

Airtram Airlines (FL) 1790  Edit

S:004M - 253-%2p-05 - ATL- Remowve
atlanta, Ga (Uza)

[Hart=field Int'L.

91540 - 253-5ep-06 - RDL-

Raleigh F Durbam, Mo (Uza)

Pick-Up Date: ||:|w1wz|:u:|5 [

Enter the following details:

Fick-Up Time: I 11:00 aM ;I American Airlines [(&A4) 46351
Drop-Off Date: ||:|912312|:u:|5 =i :
rop are = Depart: 11:054M - Z3-5ep-05 - RDU-
Dirop-Off Time: IIIIﬁ:IIIIZI av | Ralgigh f Durham, Mo (Usa)
cost: |1?4.25| AFFive: 12:IIIIIIF'|'-.-'| - Z23-5ep-05 - DCA-
wazhington, Do (Uza)
Method of Reimbursment: IG':'V':': 'I (Mational &pt)
Rental Car: alamo Edit
Comments to the Travel Agent: Pick-Up: 19-5ep-05 11:004M Remowve
" Drop-Off: Z23-5ep-05  &:004aM
Lodzing: Haliday Inn AtlantasDown Edit
Check-In: 19-5ep-05& Femowve

Check-Ct: 23-5ep-05&




Rental Car

Uze thiz screen to zave the selected rental car.

TO™ Location: ATLAMTA ,GA
Pick-Up Date: 19-5ep-0&
Pick-Up Time: 11008 M

D rop-Off Date: 23-5ep-0&

D rop-0ff Time: G O0aM

’ |t1nerarﬂMpen5e-ﬁ Accounting Additional Options Review/Sign

Lodging Rental Car Rail Other Trans.

The highlighted cost should now match
the charge on your rental car receipt.

Leawve: 19-5ep-05

Location 1: ATLAHTA ,GA
Leawve From: RES: WASHINGTOMN, DC Edit

Rental Car Sels

hot including taxes ar fees)

Rental Car:  Alamo
Car Clazz: Mid Size Car

Rental rate shown does not include the Gow't
A&dmin. Rate Suppl, fee of 56 per daw,

Total Cost 5176.94, Unlimited miles fkilometers

Enter the following details:

+ Method of Reimbursment: GOWCC

Location: ATL-Atlanta, Ga

Reztrictions:  Daily 530,00, Extra Day $30.00, Extra Hour 510,00, Estimated Carrier s Airtran airlines (FL) 1790  Edit

TO Loc: ATLANTA,GA

Arrive: 19-5ep-0&

Leawve: Z3-5ep-0&

carrigr s Delta air Lines Inc, Edit
Flight: (CrL) 320

Depart: 0BAM - 19-5ep-05 - DCA-  Remove

Waszhington, Do (Usa)
(Mational Apt)

Arrive: 10:E4AM - 19-5ep-06 - &TL-
Atlanta, Ga (U=a)
[Hartsfield Int'L.
Flight:
Depart: Si00AM - 23-5ep-08 - ATL-  Remove

Atlanta, Ga (=a)
[Hart=zfield Int'L.

AFrive: Q1AM - Z3-5ep-06 - RDL-
Raleizh f Durham, Mc (Uza)

Comments to the Travel Agent:

-+

Carrier f American Airlines (A4) 46351

Flight:

Depart: 1105480 - 25-5ep-05& - RDLI-
Raleigh £ Durham, Mc (Usa)

Arrive: 1Z2:00PM - 253-5ep-05& - DCA-

Wazhington, Do (Usa)

(Mational Apt)

Rental Car: alama Edit
Fick-Up: 19-5ep-065 11:004M Remove
Diroo-Off: a-Sen-0F  A'0000




aTEAVEL Tor GOWVIENSEELNT

GoTtip © i

Rental Car

Uze thiz screen to save the selected rental car.

TD Location: ATLAMTS,GA
Fick-Up Date: 19-5ep-05
Fick-Up Time: 11008 M
Crrop-2ff Date: 23-5ep-05&
Crrop-off Time: LH R

Rental Car Selected

S 174.25 (notincluding taxes ar fees)

Rental Car:  Alamo

Car Class: Mid Size Car

Location: ATL-Atlanta, Ga
Rental rate shown does not include the Gow't

Admin. Rate Suppl. fee of 55 per day.

RestrictiongDaibe S30 00 _Ectea Do SO0 Q0 Eectea Houe SA0 00 Estimated

Accounting Additional Options  Review/5ign

Rental Car Rail Other Trans.

Overall Starting Point

Leave From: RES: WASHINGTOHN, DC Edit
Leave: 19-5ep-05

Location 1: ATLAHTA ,.GA
Leawve From: RES: WASHINGTOHN, DC Edit

TO Loc: ATLAHTA,GA

Arrive: 19-5ep-05

Leawve: 23-5ep-05&

Carrier s Delta air Lines Inc, Edit
Flight: (DL) 320

Depart: n05AM - 19-5ep-08 - DCA-  Remove

Washington, Do (U=sa)
[Mational Apt)

AFrive: 10 E4AM - 19-5ep-06 - ATL-
Atlanta, Ga (Usa)
[Hartsfield Int'L.

f'“:rr"ﬁv.l' |'|-i|-+|-in niii’nii ‘E I d;g” Ed“—

Enter

COmi]

This should be the only information that needs to be e
. updated under the Travel tab. You will need to update
the non-mileage and mileage expenses, so you need to
+ | click on the Expenses tab in the Navigation Toolbar.

L 18 =4 e = ) L -
Arrive: 1Z2:00PM - Z23-5ep-05& - DCA-

Washington, Do (Usa)

(Mational Apt)

Rental Car: Alamo Edit
Fick-Up: 19-5ep-05 11:004M Remowve
Droo-Off: Fa3-%en-06 S 00nM




e T -
G T"':"'-— { a2 l Itinerary Trawe@ccmnung Additional Options Review/Sign
Q¥ ) S - AT

FTHAWEL tor GOVIREEINT

Non-Mileago Exponse

Expense Type Date Cost EMm

Now you can update, remove, or add | wesiooane 00 e
more expenses. You will first —

CTESTIC Remowe
o PaREIMG FTOLLS 09190k 40,00 S
remove the ATM Fee. Click Remove. Remove

Gh%-
REMTAL FGONWMT 09/19/05 | $35.00

Edit
Femowve

transpartation costz are charged to your Individual Government Travel
Charge Card (|BA).

H create an expensze item from a government charge card tranzaction AT FEE 0% 1950k Edit

Microsoft Internet Explorer x|
- Edit

3) Delete this expense (ATM FEE 02/19/2005)F JTERMET 09/19/05  520.00 Remove

Leave: 19-5ep-05 Return: 23-5ep-05

* Expense Type: I
, -| 0971908 516,25
-OR- I Cancel |
| TOCar CRPENEes, 5163.25

" Cost: T |
; ?rsrtnef:ddfwyyj Inqmq;zung [ ThlS bOX Wlll appeal'
: | asking you to confirm

tethod of Reimburszement: | -- Please Select -- -

you want to delete this
expense. Click OK.

H wiew fedit expenze details




’ Itinerary Travel Accounting Additional Options  Review/5ign

5 _ Hon-Mileage Mileage Receipts

STEAVIL far GOVINEEINT

Non-Mileage Expenses Expenses Summary

Expense Type Date Cost EM

The ATM Fee 1s now deleted. To TAXES: LODGING- oo o e Edit )
. . . DOMESTIC T T TEmOve

update or edit an expense click Edit.

S ol up Satie Taewlla dglng- PARKING/TOLLS  09/19/05  $40.00 -

. GS-
Edit
DomeStlc 0 REMTALAGONWMT 09419505  535.00 E:nnwe

I o g ey WEHICLE O
# greate an expense item from a government charge card transaction EESLEIEIESTERNET 09/19/06 520,00 %ﬂue
Leave: 19-Sep-05 Return: 23-5ep-05 Add Expenge T Fee -| 09719705 | $16.25
" Bxpense Type: j Total Expenses: 561,258

-0R -
* Cost: b |
* Date:

|02 1912008 =~

(romdd Sy )

* Method of Reimbursement: | -- Please Select -- j

H wiew fedit expenze details




’ Itinerary TraveMccﬂuntlng Additional Options Review/Sign

GovIrip @

Man_Milaada Evhnancae

The expense will open to the left
side of the screen & allow you to
edit the expense. You will update
the cost by typing the total cost for
the lodging taxes in the Cost field.

+ create an expenze item from a government charge card tranzaction
Leave: 19-5ep-05 Retdrn: 23-Sep-05 Edit E)(pense
*Expense Type: |T.ﬁ.}{ S LODGIMG-DioMEST IC j
-OR- |T.ﬁ.}{E 5 LODGIMNG-DOMESTIC
" Cost: T |5?.4.5
* Date: _,
e P |09.19./2005 =
" Method of Refmbursement: | TRAVELER -

H yigw fedit expenze details

Expenses Summary

Expense Type Date Cost EM
TAXES: LODGIMNG- Edit
DOMESTIC AT | (e Remane

Edit
PARKIMGSTOLLS 09719506 540,00 e

Remove
GAS-

Edit
REMTAL SGOWMT 09719508 536,00 ﬁwe
YEHICLE =
BUISIMESS Edit
CALLSIMTERMET SRS il Femove
ThaY Fee -| 0971906 | 516,25
Total Expenses: 5161.25

/ Click Save Expense.



J l Itinerary Trawe@cwnling Additional Options Review/Sign
.*:_Hmn-.ﬂﬂileage Mileage Receipts

FTHAWEL tor SOVINESINT

Non-Mileage Expenses Expenses Summary
Expense Type Date Cost EM
The expense should now be updated. | [ roe oo Dq” i

type, enter a description in the box prowided. You may als=o use the 'create DOMESTIC Remove
an expensze item from a government charge card tranzaction' link to create EdiE
an expense from current charge card transactions. Select "Save Expenses" PARKIMG S TOLLE 09719705 340,00 S
to zave the expenszes to the travel document.
Feminder: TMC Fees are a reimbursable expensze to the traveler when the GAS- o
transportation costz are charged to your Individual Government Trawel PEMTAL /GOWMT 0919405  535.00 RE_1
Charge Card [IBA). WEHICLE L
+ create an expenze item from a government charge card tranzaction zingl_p‘EfﬂSTERNET 0319406 520,00 %mfe
Leave: 13-5ep-05 Return: 23-3ep-05 Add Expense TV Fee -| 09/19/05 | $16.25
" Expense Type: I j Total Expenses: $168,71

-OR - |
*

Cost

& 8] To add a new expense,
*Date: : :
w

vy 1PP1972008 '\ simply enter the expense in

* Method of Reimbursement:  |-- Please Select -- j the Space prOVIded tO the left
of the screen

+ wiew fedit expenze details




-""._

’ Itinerary Traveﬂmcmnung Additional Options Review/Sign

GovIrip

FTERAVEL tor QOVIREEINT

Non-Mileage Expenses

Lze this screen to enter non-mileage expenses for your travel document,
select an expenzes type, ar, if you cannot find the appropriate expenze
type, enter a description in the box provided. You may alzo uze the 'create
an expenze item from a government charge card tranzaction' link to create
an expensze from current charge card tranzactions, Select "Save Expenzes"
to zave the expenszes to the travel document.

RFeminder: TMC Feez are a reimbursable expenze to the traveler when the
tranzportation costz are charged to your Individual Gowernment Trawvel
Charge Card [IBA),

# create an expenze item from a government charge card transaction

Leave: 19-5ep-05 Return: 23-5ep-05 Add Expense
*Expense Type:  |AUTHORIZED CALL HOME j
-OR - AUTHORIZED CALL HOWE
* Cost: T |5|
* Date: B
A |09.19./2005 =

* Method of Reimbursement: ITRM-'ELEFL

# yiewfedit expenze details

EXPEHEES SHMMEIT
Expense Type Date Cost EMm
TAXES: LODGIMNG- Edit
DOMESTIC DG el Remowe
Edit
PARKIMG S TOLLS 097195068 540,00 o
Remowve
Ghs-
Edit
REMTAL AGTWRT 09719508 536,00 ﬁwe
WEHICLE —
BUSIMESS Edit
CALLSINTERMET Sl il Remowe
TAY Fee - 03719508 516,28
Total Expenzes: 5163.71

Once the expense 1s added,
/| click Save Expense.




STEAVIL far COVINNEINT

Non-Mileage Expenses

’ Itinerary Traveawcmntlng Additional Options Review/5ign

. _ Hon-Mileage R Receipts

Uze this screen to enter non-mileage expenses for your travel document,
select an expenszes type, or, if you cannot find the appropriate expensze
type, enter a description in the box provided. ou may also uze the 'create
an expensze item from a government charge card tranzaction' link to create
an expensze from current charge card tranzactionsz, Select "save Expenszes"
to zawve the expenzes o the travel document.,
Feminder: TMC Fees are a reimburzable expense to the traveler when the
tranzportation costs are charged to your Individual Government Travel

Charge Card [IBA).

# create an expenze item from a gowernment charge card tranzaction

Leave: 19-5ep-0&

* Expense Type:

Return: 23-5ep-0&

Add Expense

[

2 OR 2
* Cost: $ |
* Date:
IIII'?H'?IEDDE =)=
fmmdd Sy
* Method of Reimburzement: |- Please Select --

H yiew fedit expenze details

Expenses Summary
Expense Type Date Cost EM
TaxXES: LODGIMG- Edit
0951308 E7.da ST
DOMESTIC : Remowve
Edit
PARKIMGTOLLS 03,1908 540,00 e
Remove
G- ;
Edit
REMTAL fGOWMT 03/19 /08 | 4£36.00 ﬁwe
WEHICLE Emm—:
ELISIMESS Edit
CALLFIMNTERMET SR S0 Femove
TaY Fee - 0971908 516,25
"
[ WUTHORIZED CALL nevmines | LSk @t\>
N HOME FEMOVE -
Total Expenses: A 173,71

The expense will be saved to
the right of the screen.




e
g ’ Itinerary Traveﬂwmuntlng Additional Options Review/5Sign
Govlr y— — -

Non-Mileage Expenses

Uze this screen to enter non-mileage expenses for your travel document,
select an expenszes type, or, if you cannot find the appropriate expensze
type, enter a description in the box provided. ou may also uze the 'create
an expensze item from a government charge card tranzaction' link to create
an expensze from current charge card tranzactionsz, Select "save Expenszes"

STEAVIL far COVINNEINT

to zawve the expenzes o the travel document.,

Charge Card [IBA).

Feminder: TMC Fees are a reimburzable expense to the traveler when the
tranzportation costs are charged to your Individual Government Travel

# create an expenze item from a gowernment charge card tranzaction

Leave: 19-5ep-05 Return: 23-5ep-0&

Add Expense

* Expense Type:

[

2 OR 2
* Cost: $ |
* Date:
IIII'?H'?IEDDE =)=
fmmdd Sy
* Method of Reimburzement: |- Please Select --

H yiew fedit expenze details

EIFEHSES 5"!"1!1]3]‘}"

Expense Type Date Cost EM
ThxES: LODGIMNG Edit
DOMESTIC TEIIO0N | Remowve

Edit
PaRKIMGTOLLS 0971908 540,00 T

Remove
Gds- :

Edit
FEMTAL FGONWMT 09/19/08 | 535,00 ﬁwe
WEHICLE =
BUSIMESS Edit
CALLSINTERMET B L4054 rdci Remove
Tay Fee - 0971908 516,25
AUTHORIZED CALL Edit
HOWE 09,/19 /06 5£E.00 e
Total Expenses: 173,71

If you have a need to update
your mileage expenses click
on the Mileage tab.




.-‘__
"ﬁ-—

Govlrip

ATRAVIL e DOVINWEINT

Mileage Expenses

Expenzes" button to save these expenzes,

Leave: 19-3ep-05 Return: 23-5ep-05

Uze this screen to enter mileage expenses for your trip, Click on the "save

Add Expense

¥ Expenze Type: I

* Date; |nw1wznn5

{mm fdd ey

2

* Method of Reimbursement: | Flease Select -

* Miles ¥ Rate

To calculate mileage for POVs uze the Table of Distances

+ Edit Thiz Expense Type's Defaults

= Cost 5§

The mileage expense screen

’ Itinerary Travementlng Additional Options  Review/Sign

Non-Mileage SITITSTTRF  Receipts

X

Expense Type

PO 09/19/05 540,50 il
Remaove

Total Expenses: 440,50

works the same way as the
non-mileage screen. You
can edit, remove, or add an
expense.

Sawe Expense

You can go ahead and move
onto the receipts screen.
Click Receipts on the
Navigation Toolbar.




2 l Itinerary TraveMcmnung Additional Options Review/Sign
V4 Non-Mileage  Mileage JERIRY

GovTrip has the ability to electronically attach documents to

authorizations, vouchers, and local vouchers. Today, you will attach
receipts to this voucher. The most convenient way to attach hardcopy

documents 1s to click the Print Fax Cover Sheet link.

e p— P ——

e

crobat Reader program installed on your computer to view receipts, Download the Adobe

h‘.m m’{ ‘fou must have the free Ado
hdobe Acrobat Reader progpef

+ Print Fax Cover Sheet

» Upload Scanned Receipts I Browse... Upload

Currently there are no Receipts on file for this Youcher.

Date Hotes Yiew Remove

Refresh




T e

(70VI 1| This fax cover sheet will appear. Simply print this
s ereon™ sheet and place your receipts behind this page and fax

to the number specified.

e

Please fax this cover page, together with wour recetpts m@%-ﬂﬁﬁ-DmFau are dialing from outside of the Uited States then use the telephone number 1
402-220-1532 (with the appropriate mternational prefiz). Your long distance telephone company marcharge o foethic call Eecemtomantale no to five

mittes to appear o the document. The faX iS Sent directly tO
a server at Northrop

Grumman. The system
¢ reads the bar code to
determine what document

to attach the receipts to.

CTATLANTAGA091905_V01

Fax cover sheet requested by: CHRIS TEAVELERS0 Receipts Wlll be attached to
Mote: Bar code must be present above. the VOU.CheI’ Wlthln 8
minutes of sending this fax.

Notes



l Itinerary Traveﬂwcmnung Additional Options Review/Sign

Non-Mileage  Mileage JERIRY

Govlrip

#TRAVIL fev QOVIANBINT

Once you complete the fax, you can complete the rest
of your document and come back to this screen or

simply stay on this screen for a few minutes and click  p=
Refresh a few times until the attachment appears.

h"m m_l Tou muzWhave the free Adobe Acrobat Reader program inztalled on your computer to view receiptz, Download the ddobe
hdobe Acrobat FedNer program,

+ Print Fax Cover Sheet

» Upload Scanned Receipts Browse... Upload

Currently there are no Receipts on file for this

Date Yiew Remove




Accounting Additional Options Review/Sign

Aileage Mileage JIETICY

’ Itinerary  Travel
Qn e nl:l.:!p Non-N

Within eight minutes, the attachment will appear. Click ezt men
scanned,

View to review your recelpts an existing

DRI, OTe o LE o z e e v T TIRE L CTRa e, et LTS LEnt, L T CIGr, Ue Save Motes DOLea.

rl‘ﬁﬁ m fou must have the free Adobe Acrobat Reader prixgram installed on your computer to wiew receipts, Download the ddobe
Acrobat Reader program.

= Print Fax Cover Sheet

+ Upload Scanned Receipts Browse.. Upload
Existing Receipts
Date Hotes View Remowve

2-hug-2005 Added 08/02/05 at 08:50:16 @ Premove

Refrash Lave MNotes




3004534503

VT]‘ p ‘ ersiie TR

-tﬁ“ll. for GOVWERHMWENT
eTravel Receipts Cover Page

Please fax this cover page, together with your reoeipts to 1-888-566-0250. If you are dialing from
outside of the United States then use the telephone number 1-402-220-1332 (with the appropriatc
international prefiz), Your long distance telephons company may charge vou for this call. Receipts may
take up to five minutes to appesr on the document.

CTATLANTAGADMIIME_ VI
Fax cover sheet requested by: CHRIS TRAVELER S0

Note: Bar codc must be prasent above.

“soles

The
receipts
will open 1n
Adobe
Acrobat.
The Fax
cover sheet
will appear
first
followed
by your
receipts or
other
attachments




e Itinerary  Travel Additional Optiong
L]
GOVTF 1 Non-Mileage M) cage

@aTRAFIL ler GOVINEEINT

Receipts

The accounting should not be changed, so you can skip that

section and move onto Additional Options on the Navigation
Toolbar.

ri‘.ﬁd m-{ fou must have the free Adobe Acrobat Reader program installed on your computer to wiew receipts, Download the ddobe
heahe Acrobat Feader program,

= Print Fax Cover Sheet

» Upload Scanned Receipts Browse... Upload
Existing Receipts
Date Hotes View Remove
2-Aug-2005 Added 0802 /05 at 08:50:16 B ErEmove

Refrash Lave MNotes




Govlrip @

My Profile

» My Preferences » My Additional Information » My Account Information

’ Itinerary Travel Expenses Accounting gfRBIBGNEREYALIP Review/Sign

AICAY Per Diem Entitlements

P
Payment Totals Partial Payments  Advances

Complete the information below,

* Last Name : TRAVELERSO

*First Name : CHRIS

WAl

* Gender: Enw Cw CF
SSN: waer2250

Employee 10

Hailing

* Mailing dddress Line 1: 1200

Mailing Address Line

* Mailing City : WASHINGTOM

* dhalling State § Country @ |DC Lookup

As on the authorization, you
have the opportunity to modify
or add to your profile
information.

The Per Diem Entitlements
screen 1S also available on the
voucher (these options are
exactly the same on the
voucher as the auth — so we
will not review this on the
voucher).

The Payment Totals screen i1s
new which you will take a
look at next.




Payment Totals

Follossing is the calculated totals for the woucher - Woucher Payment Totals.

Amount Claimed

Total Expenses:
Mon-Reimbursement Expenses: 50.00

Total amount Claimed: $1,371.93

Advance Information

The Payment Totals
screen will appear
showing you the total
expenses claimed.

Gow't Adwance Outstanding: 40,00
Gov't Advance Applied: jo.00
apphed Amownt: S 0.00

Met to Traveler: (Due Gow't if Megative) 5 1,371.93

Government Charge Card Amount

Expenses on Gov't Charge Card: 598947

Gov't Charge Card ATM Advance: jo.00

Addl Gov't Charge Card Payment: & ID.DID = Calculate
Total Govw't Charge Card Amount: 5 989.47

Payment Distribution

Pay to Gowv't Charge Card: 595947
Pay to Traveler: 4 382.48 >

Total Payment: % 3582.46

Please note that under
Payment Distribution
the payment 1s split
between the charge card
and traveler.




Payment Totals

database).

The Pay to Gov’t Charge Card amount is made up of the airfare,
lodging, rental car expenses, and TAV fee (the TMC fee would also
exist & be included if this document was not created in the training

GovTrip holds the traveler’s government charge card information and
automatically charges any reservations made through the system to the
government charge card. Therefore, GovTrip assumes that these costs
should be reimbursed to the traveler’s government charge card.

Government Charge Card Amount

Expenses on Gow't Charge Card:

o't Charge Card ATM Advance:

Addl Gov't Charge Card Payment:

Total Gow't Charge Card Amount:

5 989.47

||:|.|:u:|

s fo.00

5 959.47

= Calculate

Payment Distribution

Pay to Gowv't Charge Card:

Pay to Travelar:

5 9E9.d7
5 382.45

A

Total Payment;

5 382.45




Payment Totals

GovTrip has the capability of making a split disbursement payment —
paying part of your reimbursement to your bank account and part to
your government credit card.

Total amount Claimed: $1,371.93

Advance Information

Gow't Adwance Outstanding: 40,00
Gov't Advance Applied: |u.ncr
Appled Amousnt: 4 0.00

Met to Traveler: (Due Gow't if Megative) 5 1,371.93

Government Charge Card Amount

Expenses on Gov't Charge Card: 598947

Gov't Charge Card ATM Advance: jo.00

Addl Gov't Charge Card Payment: & ID.DID = Calcuate
Total Govw't Charge Card Amount: 5 989.47

Payment Distribution

Pay to Gov't Charge Card: 595947
Pay to Traveler: 438245

Total Payment: % 3582.46




Payment Totals

Follossing is the calculated totals for the woucher - Woucher Payment Totals.

Amount Claimed

Total Expenses: %1,371.93
Mon-Reimbursement Expenses: 50.00
Total amount Claimed: $1,371.93

Advance Information

Gow't Adwance Outstanding: 40,00

s For this example, $989.47 will

Gow't Advance Applied: 0.00 .

/ automatically be sent to the

Net o Traveler: (Due Gov it Negt/ﬁ =05 | traveler’s government credit card &

) $382.46 will be sent to the
traveler’s bank account.

Government Charge Card Am

Expenses on Gow't Charge Cird: 598947

Gov't Charge Card aTi Afdvance: Iu.l:u:l \

Add'l Gov't Charge Ca/d Payment: s jo.00 \ * Calculate

Total Gow't Chayf.‘a rd Amount: 5 989.47 \

Payment D ibuwtion
Pay to Gow't Ch . 4} 595947

Pay to Traveler: 438245

Total Payment: % 3582.46




Follosring iz the calculated totals for the voucher - Woucher Payment Totals,

i Please remember that only costs related to
e e eeeen:| TESETVAtiONs made through this system will be
e automatically paid to your government credit card.

T T—— If you purchased (for example) a couple of meals on
covt asvance custanane: | YOUT government credit card, you can place that
Gov't Amnmwneﬂ&\ amount in the Add’t Gov’t Charge Card Payment.

Applhed Amosnt: % 0.00

Met to Traveler: (Due Gow'tNIT MNegative) 5 1.371.93 FOI. thls example, you
will allocate another

5 989,47 $4850 tO the

0.00 @ government credit card.

Addl Gow't Charge Card Payment: g Idﬂ. EIII|

Government Charge Card Am

Expenses on Gov't Charge Card:

Gowv't Charge Card ATM Advance:

Total Gowv't Charge Card amount: S 989,47

Then click Calculate.

Payment Distribution
Pay to Gov't Charge Card: 598947

Pay to Traveler: 4382496

Total Payment: 4 382,46




Payment Totals

Folloawwing i= the calculated totals for the voucher - YWoucher Payment Totals,

Amount Claimed

Total Expenses: %1,371.93
Mon-Reimburszement Expenses: %0.00
Total smount Claimed; % 1,371.93
Advance Information

Gow't advance Outstanding: S 0,00
Gow't sdvance Applied: |u.uu
Applied Amount: S 0.00

Met to Traveler: (Dus Gov't if Negative) % 1,371.93
Government Charge Card Amount

Expenszes on Gow't Charge Card: 4 989,47
Gow't Charge Card ATM Advance: [n.n:u:n

Addt Gow't Charge Card Payment: £ IdEh 5O = Calculate
Total Gow't Charge Card Amount: 5 1,037.97

Payment Distribution

Pay to Gov't Charge Card:

Pay to Travelar:

% 1,037.97
$ 333.96 4>'

Total Pavment:

£ 333.96

Upon clicking Calculate,
the allocation will
change as displayed.
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GovIrip

STEAVEL e 50w T

’ Itinerary Travel Expenses Accounting Additional Opti -uﬁeﬁe-w.-"Sign )
MITIENW  Pre-Audit

Other Authk-_ vigital Signature Trip Compare

To proceed, click on Review/Sign on the Navigation Toolbar.

Overall Starting Point Time Zone: EXT (D6)
Itinerary: Leave From: RES: WASHIMNGTOMN, DiC Comments to the
Edit Leave: 19-Sep-05 Approving Official:
Location 1 - ATLANTA ,GA Time Zone: EST (0&)
Itinerary: Leayve From: RES: WASHIMNGTOMN, DiC
Edit TO Location: ATLAMNTA ,GA
Arrive: 19-5ep-05&
Leave: 23-5ep-05
Air Travel: Carrier: Dedta Air Lines Inc. (DL) Comments to the
m Flight: 320 Travel Agent:
Fare: $209,30
Airport Passenger facility charge inchluded in ticket price.
Depart: DCa-Washington, Do (Usa) (Mational
Apt)
19-5ep-05 FOEAM
Arrive: ATL-4tlanta, Ga (Usa) (Hartsfisld S
e croll to the
19-Sep-06  10:54AM
Method of GOVCC bott()m v
Reimbursement:
Air Travel: Carrier: Airtran Airlines (FL) Comments to the
Edit Flight: 1790 Travel Agent:
Fare: $137.67
Airport Paszenger facility charge includad in ticket price,
Cepart: ATL-Atlanta, Ga (Usa) (Hartstield




Hileage:

Expense

Date Cost Method of Reimbursement Miles
Type
Edit 1. PO 09195058 540,50 TRAVELER. 100
Total: 540,850

Per Diem Entitlements

Lodge § M&IE: Start Date End Date Total Lodge Total MEIE

Edit 09/19/08 09237068 452,00 184,50
Wiew Receipts

Accounting Summary

Accounting Code:
COM. CARF.-1:

LOCAL TRAMS:
LODW 1 MG
MEIE:

k| LEAGE:
OTHER:

RENT CAR GAS:
REMTAL CAR:
TaVW EXP -

05 management Sub
Total:

Calculated Trip
Cost:

05 management Edit
534697

540,00
$452.00
£1564.50

540, 50

582,46

535.00
£174.25

516.25

$1,371.93

$1,371.93

Click Save And
Proceed To Pre-Audit

Advances Summary

Mo Advances Requested.

Qz And Proceed To Pre-ﬁ.u:llD




Preview IEHUIIY Other Auths. Digital Signature Trip Compare

Click Save And Proceed To Digital Signature.

4 tems have been Flagged in this Travel Docunfent

1. Reason Flagged item Description * Justification to Approving Official
+ NON-CONTRACT FARE * NON-CONTRACT FARERISED » Reason Codes
FOR SEGMENT 2

(C3) & non-contract carrier offers a lower fare -
available to the general public, the use of which il
result in a lower total trip cost to the government

to include the combined costs of transportation,
lodging, meals and related expenses. MOTE: This ﬂ

" Reason Flagged item Description * Justification to Approving Official
HNOMN-CONTRACT FARE I NON-COMTRACT FAREDJSED s Reason Codes
FORIECHENT) (C3) & non-contract carrier offers a lower fare -
avallable to the general public, the use of which will

result in & lower total trip cost to the government
to include the combined costs of transportation,
\ 4 lodging, meats and related expenzes. MOTE: This :]

C ommrmmmomsmn |




’ Itinerary Travel Expenses Accounting #dditlonalﬂpunn
GOVTFIP Preview Pre-Audit Other Auths. Digital Signature

SOVIRNNINT

1

Digital Signature o ]
On the Digital Signature screen, the default stamp
Click below to stamp and 5 . .
should be SIGNED. Click Submit Completed Document.
Document Action
*Submit this document as: |SIGNED v|
Additional Remarks: '|
Submit Completed Documeant
Pending Routing Actions
Awaiting Status Change To B Lewel
SIGNED TRAVELEREO, CHRIS 1]
Document History
Status Date Time Marme Remarks
CREATED 08701405 0911 CHRIS TRAVELER5D
» Vien Reasons for Audit Failures




Logged In As:  CHRIS TRAVELERRD Document Mame: CTATLAMTAGADS1905_V01 Screen ID: 11521 Cloze Window
Traveler Name: CHRIS TRAVELERGD TRA‘-I'ELEREEI Document Type. Vioucher Help for this screen

GOVTI‘ ip @

eTRAVEL for GOVIRNMINT

Confirmation

You are Stamping this document SIGNED,

By accepting you are legally stening this document.

Accept Cancel

Click Accept to proceed.




Logged In As:  CHRIS TRAVELERRD Document Name: CTATLANTAGADF1905_401 Screen ID: 1065.1 Close Window
Traveler Name: CHRIS TRMIELEREIJ Document Type: Voucher Help for this screen

GovTr Ip @ &

eTRAVIL for GOVERNMINT

Stamp Process

This trip record is accurate and represents a legal claim for reimbursement. |
understand there are severe criminal and civil penatties for knowingly
submitting a false, fictitious or fraudulent claim. {18 USC Sections 287 and 1001,
and 31 USC Section 3729

Cancel | Save and Continue |
A

Click Save and Continue to proceed.




Logged In As:  CHRIS TRAVELERGD Document Name: CTATLANTAGADS1905_W01 screen ID: 1001.3 Close Windaw
Traveler Name:; CHRIS TRAVELEREEI Document Type: Voucher Help for this screen

Goanp @ &

eTRAVEL for GOVERMMENT

= You will be taken to the voucher home page. The voucher
that was created is now in a signed status awaiting the next
person 1n the routing 1.e. reviewer, approver, etc.

Eelow is a list g

» Create He

Existing Youchers
Sort by Sorted by Sort by Sort by . i .

L'
Document Hame Departure Date g€ TA Humber e R
CTDEMYERCODZZO05 Wi 0920 /08 SIGNEDv OMUESC = viewfedit  F print
—
@TLHWHG&D?1?DE_‘N1 09719,/05 SIGNED OMUDW & » viewm fedit > print _4>

CTLASVEGASNYDS1906_WD1 09/19,/05 SIGMED OMUE<4A » wiewdfedit  » print
CTMIAMIF LD 1208 _W01-01 09/12/08 SIGMED ONUESL » viem/edit = print

LCTH I AMIFLOF1Z08_W01 PAYMENT SUBMITTED > Wimm » prink
CTAUSTINTXO090106_01 09/01/08 SIGMED OMUE 3G = viewmfedit = print
CTATLANTAGAOSZ905_ W01 08/29/08 PAYMENT SUBMITTED OMUE4R. & gl  print » amend
CTMIAMIFLOSZ206_w01 058/232 /06 CREATED OMLAME » edit = print  * remowe
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